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RECORDS MANAGEMENT AND CONTROLS o
¢ ‘ Application Number
APPLICATION FOR ‘

AMENDMENT TO RECORDS RETENTION SCHEDULE I | -
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AUTHORITY: "Federal é.lly 0 1979
/- Division Durcctor/Dcs:gnce i el
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Application Date: July 30, 1980 _ FOR STATE RECORDS MANAGEMENT DIVISION USE
. ‘ k Date Received " Application No, Date Completed

SEP 181980 /lo-143 -4 NOV 171980

Record Series Title: 76-143 CET*% Trainee Payment Files Person to Contact:

Item number to be amended: . Item 16 on old form Telephone No. 656-3040
d Item 10b on new form (3/80)

Reads as follows:  "'no'' on confidentiality of records

Amended to read: yes'" on confidentiality of records

GJ Cre S~ 537(/)
"~ Public service employee records under CETA
“%%%b%%%?% all other personal recoxds including financi
made "availabl®\ to the public to the™same degree that it m

mation available™gbout its employees.'' \Georgia State Merit
therefore make all™gxcept PSE employment “wgcords confidential-

—70 203b-3b1, 2.
—__ Date 7/?/4@,_

éﬁ/ﬂ M b/ b /_ .

main open to public
records shall be
es such infor- .
stem regulations’

Records Management Officer (RM&C):_

ESA Director: ._W o __ Date o
State Auditor/Designee: ‘, . Date /o- "’7‘

_ome lO0=27 gy
. Date //’/Z’ il ij

ESA-143 (3/80)

Secreta%Slale/Dos:gnee

Attorney General/Designee:
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.. GEORGIA DEPARTMENT OF LABOR R
»  EMPLOYMENT SECURITY AGENCY /0
ADMINISTRATIVE SERVICES DIVISION
j RECORDS MANAGEMENT AND CONTROLS

Application Nﬁmber,
76=143 .

“ " APPLICATION FOR
AMENDMENT TO RECORDS RETENTION SCHEDULE ;

—d

Reads as follows:
Item ]

Item 12

Amended to read:
Item 11:

Item 12:

Reason for change:‘

:Application Date: FOH STATE HECORDS MANAGEMENT DIVISION USE
. . . Date Received " Application NO.A- Date Completed
July 23, 1980 UL 241980 o=I43B- _
Record Series Title: Comprehensive, Employment Training Person to Contact: W. F. Reynolds
Act (CETA) T ginee Payment Files '
Item number to be amended: - : Telephone No.  656-3074

24 and 25

3

-BBquire files to be kept 4 years; administrative decision.

Gut off file at end of F.Y. hold in current file area 1 year or until
federal or state audit is completed, whichever is later; then transfer
to State Records Center; hold 3 years, then destroy.

Federal Retention Instructions, Prime Sponsor Instruction No. 80—025.

Records Creafed on or Before 30 Sept. 1978: Destroy 30 September 1983,
Do not destroy until all audit questions are resoived, .

Records Created on"or-After | October .1978: Cut off files at end of each
fiscal year; hold in current files area | year; then transfer Yo
State Records Center; hold 4 years; then destroy upon resolution of
federal audit ques+ions, ' ’ : I :

Reference: 41 CFR 29-70.203b-1 and CETA Forms Pre %ratlon Handbook, Chapter VI, Item 3.A
i Para 676.35 Federal Register Vol. 45 No. Y9 May )
AUTHORITY:

; Division Diréctor/Designee:

State Auditor/Designee:

l ! Secret%tate/Designee:

Attorney General/Designec:

] Records Management Officer (R : ’ g ety . /2 L Date__? Z/

/) __'_*_
ko

Date

Date ’—‘7 - L
Date__g—gé - 3’d
l?ate____fe: 7/(' gd

ESA-143 (3/80)
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ST‘TE N B : OPFLCE QF SRCRETARY OF STATR

D!Pllﬂllfl OF ARCAIVIS & BRIBTORY

3
sown RECORDS DISPOSITION STANDARD

t RECOFDS MABACEMERT D1VISION , A

. Application for - e

and faruard ea Pepartment of irchivea and Nistory, Attantion
) . !
rezords ha-aa--rnt Aficar '

FEB 10 1976 T4 3 '

iv'l B Y Ad-l.nlttrrlr-g Iffice Addreas v '!rlﬁn to Coatart

""Px.u ..;abo?“
Tnsur n“e Sivision ' .
aws Pzymont Unit = Rm 367 State Cffice Pldgs C. R. Ridge

PLARLITNI Sl TR See seporate inetrurticns for complation >f§ FOR PETGADS MANAGEMERT uzus‘ou yst
Suomt and reavarse of thie form. Sign original and tuwo copies Daty leetl-u . A’pllrnlon Fo. ‘Vate Cospirtet
; A

1976

3033 . 5 L usratag Tieie b Tei M.

, o o Supsrvisor ~ | E24-357h
T ACTION REQUEST 0 - »

LETABLISK DISPOSITION STANDARD; E] DISPOSE OF PRESENT ACCUMULATIOVN;:
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPA

TED.

% .Earliest & Latest [9.Exact Series Title .
Datas of Series . . L. S . -
Q / 7 ta date Comprehensive Employment Training Act ~ Trainee Payment Files-CETA

“What is the function of the office in which thls record, series is %re%
The funecidion of the unﬂﬁpTOyment Insurance Division is to implgmen e Lﬂorﬁﬂa Emnlcrment

which requires thet legal entitics employing worizers in Georgia report and pay texe
of such emﬁloyees; and subseouentlv pay benefl to such covnred norkers when they
A

L:re payments of allovances and wages under Manpower Procramne of the'U.S; Dept. of Labor
£st. : _ .

Lvid ‘ll

end file arrangement)
Seeunents ra!aulng to Administration of Allo"ance Pajmente to Tralnnes under the
Comprehznsive Enployment Trazining Act of 1973.

( n
'.Ja

The Epescizl Programs Pa; ent Unit receives initial enrcllment forms and establish 2 pavwent
recoré for sagh individual tr rainee; recelves and processes wzekly request for payrient of trainin
allouancss, Work Experience Wages; and payrient of Incent;v £1lovance and Trainine Related Txpen
to particizanis enrolled in the Work Incentive Trogram. ¥stablish  and maintain _controls to
pre%e:t ‘uilicet_ and overpayments; periodic review of rn#o*ds to ascertain contﬂnuea eligibil-~
ity; maintenance ¢f payment records and qeneral correspondence files,

L1.This file contains the following documents (1nc1ude form numbers and titles, if any, .

Include? zre: fLitzched List, -
Tne f“lﬁs arc arranced numerically by the Trainee's Social Security Number
«
ATTACH SAMPLES OF THE FILE . , - .
. : - : " AN 3
1 2 . - T 4 s ':.':"—f:tu , W3, of Dravers Cu. Pt or me¢corie . %o. of ‘nr-v"- Cu. Pr. a? Ircor&--‘
) " ARNUAL BATE GF ACCUNLLAT{AN :
Letter-nice Fiie Dravers 25 37’5 - . . 18 . 27
L"“""" Fior Sravers | 7 Fioor Space Occupled [s3usve Pret) InOfcicslel In 3”“"7""“)
0 0 . ez none 7
] ; « 7 This Lest Pre-vatingfai. Priar
L ; ) L P / ;= S jro . . ., ) Year's !onr't' Year'a Teare”
» ‘ o 'nv:gugcs Sauy MEFEREnCEn 1 _> 0 O 0

Porn AN. 0.7
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QUETIONNAIRE Place an “s” in the rropsritotunn. tf-lnhvtr 1e "YES,” plesar erxplain . T —-=r o ) YES h
13. Is this the Record Copyfof the series? ' - - L LB D)
1L, Is there a duplication‘of'this series in another office or agency?-‘.'*__ | [} [X]

i ) L |
15. Is tgg 'fiforMation contained in this series ever summarized or published? {1 [£]

Attach copy of summary or publication. C _ o

15. Does the seriés contain classified 1nformat10n requlring security hendlin39' 1 ]
17. Does the series initiate, amend or termlnate ‘agency pollcies and procedures’ o [1 :fX]
18. Couid the function be performed if the flleS were lost or destroyed?_ : N HLK] [
19. Is tne series (or major portion of it) regularly microfilmed? Ifiyes, why?o-:_ 1] K]
20. Does the record series*frovide data as input to an EDP file? o 11 E)
21. Does the record series contain documentation produced as EDP printout? | 1 -F]
22. Has the Federal Government issued instructions goverhing the retentioh/dispo- i P Y

sition of these files? Federal Register (Vol. 40, No. 47, Part III), "Guide {

to Records Retention Requirements” (January 1, 1975) Part VIII - )
23. Will there be 'a need for these records 10, 15 years from now? If yes, ‘what? [ )13

- o

e —

REQUIREMENTS. The following requires the files to be kept L ) years

a.[]STATE b.[]STATUTE OF - c.{]AUDIT  -d.[]FEDERAL e. PQADMINISTRATIVE f. []HISTORICAL
LAW .LIMITATION PERICD LAW DECISION _ VALUE
' (Cite Law, Statute, or other reason fbr the retentcon requzrement) A

sed Lpor standards of dlSpOSlt" on for other 6eoarme‘1ts. 'See item 22 - -

B e

25, AGENCY RECOMMENDATIONS " This agency recommends that the file series be cut off at the end
of esch -[]CALENDAR YEAR -1 FISCAL YEAR «[]JOTHER __* See below . ,then:

] Hold in the current files area " month(s)/ year(s): R
Transfer to [ State Records Center { ] Local Holding Area; hold year(s):
Destroy. S T N -
Transfer to State Archives for permanent retention. . ‘i' "

Destroy immediately after cut-off. : '
Other: (Specify) Cut off file at the end of each Fiscal year, " hold in current

files area 1 year or until Federal or State Audit is completed, whichever is later, then ‘
transfere to State Records Center; hold 3 years; then destroy. .

[
[
{
(
[
[x

|—-‘I—J\—-—.I-—l|—-l

-

b

(Indicate briefly rationale for recomendatwns above/or write addztwnal remarks)

o eliminate necessity for filing equipment and floor space required to hold 1nact1"e reco“ds
aver and above Decessa“y act:u_ve flles frequantly refe“x‘ed t0. :

Mds }JWgan of ’c:'ler (Signature) Date T
,"téﬁL ) /7 $2’52-7é 4<;HER REQUIRED SIGNATURES . DATE

5. Becommendations [Age Head/Designee é;f}é' yf (i;;zé; s —
‘Approved Disapproved ( M 9.5 ,,é

in paragraph 25
Le Auditor/Designee . N |
:\1ALW\ &Mﬁ ,.i— i' ]éz

a

STATE RECORDS
d [_]_Dis_pgroved

COMMITTEE -

Attorney General/Designee

ares Approyed [ ] Disapproved
%77\7%&—@/ 4076 |

-

Sec f State/Deaignee
T AL A rv—r——ﬂm -4*...,-1..:»;;_.;.; o Z iz Pr‘-n—-—--s

Approved [ 1Disapproved}




Form

ESA-405

CETA-26

CETA-203

CETA-6
CETA-70
CETA-61
CETA-28 -
CETA-5
CETA-1
CETA-68

CETA-62

and related correspondence

[
’

Wage Transcript Claim Record Card
Enrollment (Aliowance)

tndividual Certification For Vocational
Training "

Client Status Change/Termination
Institutional Training Payment Ledger
Weekly Request for Allowance
Verification of Public Assistance
Personal Data Change

Participant Enrollment Form (R-10/75)
CETA Memorandum

Memorandum to GTES Local Office
Notice of Determination
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STATE oL T ) . "OPFICE OF BECRETARY OF sTATE . . L
oF Application for DIPARTMENT OF ANCHIVES & RISTORY PTE
ewg  RECORDS DISPOSITION STANDARD . pucous wiascwmrs swwror .
1 'ilppllcltlon pete - I.ME r’(’-'s 1 ses stparate l'ulrur‘lm'u for completion -/ FOR RECORDS MANAGEMENT DIVISION USE
Febraary 3’ 1976 front and reverss o! this form.

Sign m“,‘.‘ag and two copies Date Received i Appllcltlnn fo. Date Completed
_ll'ﬂf! Application RNo. . ;

. Iﬂd foruard to Department of AréXivas and ¥istory, Attention. g
D’( - 033 - Records ln-mal-r-: ﬁffic:r, ' o ’ ’ ’ ‘_ FEB 1 0 1976
3 é:gzr‘ggl;hbépa";;{’;:’a%. 6«! lniagtnl office Addreas ,
Unemployment Insurance Division :
Special Programs Payment Unit = Rm 367 State Office Bldn. Ce Re Rldge
Atlanta, Georgla 3033)4 Hnrklng ‘J‘llle - b Tel. Bo

N Co Supervisor 556-307h
T. KEIiGN REQUESIE '

rlﬂ ESTABLISH DISPOSITION STANDARD; o DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE .NO FURTHER ACCUMULATION ANTICIPATED.

8. Earllest & Latest 9. Exact Series Title
Dates of Series

08/01/7h to date Qomprﬂhesqlve Epployment Tralnwng Act ~ Trainee Paymont Files-CETA
1 0.

Peraon to Coptart
.

What is the function of the office in which this record series is created? ' ' :
The function of the Unemployment Insurance Division is to imnl empn% %ﬁ Sﬂorc1a Funlcyment
Security Law which requires that legal entities employing workers in Georgia report and pay taxeg -
on the wages of such employees; and subséguently pay benefits to such covered workers when they r
are unermpléyed through no fault of their own and when they comnlf with ccrtain recalrcments,

Administers payments of allohanceo and wages under Manpower Programs of the U.Z, Dcpt. oflLabof
upon request. . ‘ . - :

The Spec1a1 Programs Pajment Unit receives initial enrollment forns and establlqh T a paymcnt
record for each individval trainee; receives and processes weekly request for paymont of trainin
allowances, Work Experience Wages; and payment of Incentive Allowance and Training Related Expen
to participants enrolled in the Work Incentive Frogram., Establish : and msintain @ contréls to
prevent duplicate and overpayments; periodic review of records to asceriain contlnund 611§1b11-
1ty, malntenance of payment records and genpral co”respondence files.

o

1. This file contains the following documents {include form numbers and tltles, 1f any, -
~and file arrangement). ,

Documents relating to Admnnlstvutlon of Allowance Payments to Tralnccs under the e
Comprehensive Employment Training Act of 1973.

o

. Included are: - Attached List.

The files are arranged numéricélly by the Trainee's Social‘Security‘Number

ATTACH SAMPLES OF THE FILE -

- ﬁ__....._L —

EQUIPRERT nCCudtlu ., Wo. of Drawvers Cu. FL. of Mecorda ' Bo. of Drawers "Cu. Py, of Recardp
- - : . e - N -
L. L1} N - N . A
Letter-bite File Dravers or - 37 5 o sl ‘mare or ACCUHU",A}’MK PO Y
] ° . 14 o 27
. . . . : 1n Ofttceln} In $Storage Areals)
Legal-wite Fiie Cravers 0 . . 0 Fioor Spece Occrupfad (square Feet) g = :
' . 52 nene
This Last Preceaingfail Pricr
Tear's Yesar's Year's Years'
- : _— N 1 : ) - N . "
I ST N . - . AVERASE DA L2 :
S ‘ ) . ) . i I . ASE DA_l‘l" REFERENCE! i 1 . 0 . 0 o

Form  ARSSO.Ty o T = ) :




S S - L PAGE 2.
1

QUE TIONNAIRE Place an "x" l!n the propeT;;unn ‘ If snaver 1s "YES," plesse eaplaln _‘ : ) R YES ga_h'
13. Is this the Record Copyfof the ser1es7 - - . X ?[ ]
14. Is there a duplicatlon of this serles in another offlce or agency’ o S 11 [X)

i . f .
15. Is the information contained in this series ever summarlzed or published? r - .> [ 1.[x]
Attach copy of swmmary or publication. : -
16. Does the seriés contain classified information requiring securlty handllng9-_: 11 [X]
17. Does the series inltiate, amend or'term1nate agency p011C1es and procedures?': { I fTX]
18. Could the function be nerfofmed if the files were lost or destroyed? [X] [ ]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? {1 X1
20. Does the record series Provide data as input to an EDP file? | [1 &)
- 21. Does the ' record series contain documentation .produced as EDP printout? R N S - |
22. Has the Federal Government issued instructions governing the retention/dispo- .[,] [ ]

" sition’ of these files? ' ' Federal Register (Vol 40, No. 47, Part III), "Guide
" to Records Retention’ Requirements" (January 1, 1975) Part VIII '

23. will there be'a need for these records 10, 15 years from now? If yes, what9 ' [ 1 -]

®

2& REQUIREMENTS The following requlres the files to be kept L . ‘yearsg

a.[JSTATE ©b.[]STATUTE OF c.[]AUDIT  d.[]FEDERAL . mADMINISTRATIVE f.[ JHISTORICAL
 LaW .LIMITATION ~ PERIOD LAW, ~ DECISION VALUE .
S (Czte Law, Statute, or other reason fbr the retention requzrement) -

Based upon standards of dlsposition for other denarwaents. : See item 22 -

»

25. AGENCY'RECOMMENDATIONS ~ This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -} FISCAL YEAR' =[]OTHER __* See below . then:

Hold in the current files area " month(s)/ - year(s): |

Transfer to [ State Records Center [ ] Local Holdlng Area; hold year( )
Destroy

Trensfer to State Archives for permanent retentlon.

Destroy immediately after cut-off.
[®] Other: (Specify) Cut off file at the end of each Fiscal year, hold in current

files area 1 year or until Federal or State Audit is completed, whichever is later, then
transfere to State Records Center; hold 3 years; then destroy. . :

ey e ey
-, .

-

L

(Indicate briefly rationale for recommendations above/or write additional remarks) :

To eliminate necessity for filing equipment and floor space required to hold inactive records
over and above necessary active files frequently referred to.

Records M?gene{p OWU‘*W) . fD_"% | AHER REQUIRED SIGNATURES DATE

6. Bécommendations |Agepdy Head/Designee ~
in_paragraph 25 Approved | D1saroved ,5,é

are: Fonsatol B Ludrtor/Designee Dl ) ,
¢ ] Approyed [ 1 Disapproved /)"_7(
STATE RECORDS}_NSecrotamffdf State/Designee
COMMITTEE - ' '4?‘/ dd [ ] Disapproved L =-19-7¢| -

Attorrey General/Designee ' § ,
‘Approved Disapproved
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| r .

E Form . ESA-405 Wage Transcript Claim Record Card

E a CETA-26 Enrollment (Allowance)

; " CETA-203 Individual Certification For Vocational :
; Training ;
i " CETA-6 Client Status Change/Termination g
; " CETA-70 Institutional Training Payment Ledger

§ " CETA-61 Weekly Request for Allowance §
§ ' CETA-28 Verification of Public Assistance

; " CETA-5 } Personal Data Change .
§ n CETA-1 Participant Enrollment Form (R-10/75)

g " CETA-68 CETA Memorandum ;
§ " . Memorandum to GTES Local Office g
g " CETA-62 Notice of Determination :
f and related correspondence ~zne7a. LorresponiiR :
| ,



